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Report for week ending 15 January 1954

1. There are attached reports for the week ending 15 January,
showing the progress in the following areas of the Records Services
Division, .

%, HReporis and Correspondence
b. Records Disposition
¢, Yorme Manasgeuent
d¢. Records Byatems
e, Records Center
. Macbine Records
2, The following items are of particular significance:

The staff study on the Writers' Guide has been completed
for eubmission to the Acting DD/A.

b. A tentative reporting form has been prepared Tor measur-
1ng the progress of work completed by each Area Records Officer.

¢. The first draft of & Disposition Hendboolk has been
prepared and is being reviewed by the Records Managewent Staff.

d. Coples of the Forwms Management Handbook issued by Alr
Yorces has been distributed to all Area Records OfTicers.

ee, Consldersble interest has been indicated by Area Records
Officers on the security desk trays. Inltial indications are that
there 1s a possibility of substantial saving by the use of these trays.

?. Arrangeuents have been coumpleted with the Loglsties Office
o wicrofilm new contracts, thereby, providing m more complete schedule
for the deposit of meterial at the Repository.

g+ Discussions were held during the weck with Area Records
Officers in OBI and Logistice relative to the progress of the Records
Menasgement Program in thelr respective areas. Separste reports will
be submitted in each of these instemnces st 8 lster date.

h. Considerable difficulty was experienced during the past
week with the electrical requirements for Machine Records Branch. As
& result there will be some delay in the completion of the wlthholding
tax stetement,form W-2. It is expected, however, that they will be
distributed during the coming week.

Approved For Release Mmimmpm-oom 1R000300270018-9



Approved For Release 205/ 1/21 : CIA-RDP70-00211R000300270018-9

| g %e maief, Pamll snd Travel Branch, Timmnee Division
£ zommerdation for the sfforts of Messrs.

G geluasion in the respective

Wmanel raléers *"ar thme emyluyees. %ﬁ@iﬂ"ﬁd during the 25X1
past week @ ceriificete for meritorious 8 ce econnection with bis

work at the Alr Porces prior to his trensfer to ihis Agency.

25X1

sl AR § LA,
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Report for week ending 13 January 1954 from MACHINE RECORDS BRANCH

Administrative:

25X1

Due to the number of resignations in the mst two months and
the lack of replacements, a reassigrment program will have to be
put intc effect in Machine Records Branch to relieve psrsonnel
shortages in eertain sections.

Power failures casussd & two hours delay in work schedules on
13 January. A defective switbh on the transformer that services the
heavy lines to Machine Records Branch was the cause of the failure.
An adjustment on the switeh, to be done by Pepeq, will remedy this
sondition, This repair will be done as soon as possible at a time
when it will not interfers with our work schedules.

Lack of heat in Wing B in the mornings has been reported and the
situstion has been checked by PBA englneers, They have indicated
that they will try to remedy this eondition.

Opsrational:

Fisea]l ~ Due to differences in eontrol totals of smployees yearly
earnings and deductions, ii~-2's have not been written, At this time,
the majority of the differenees have been raconciled and the writing
of W~2's should bs completed by 20 January 1954, To prevent a recurrence
of this, the balancing operation will be done on & pay period basis
instead of quarterly.

Spegial Projegts - The scheduls for the processing of information
for Position Control listings is being adhered to, and the listing
should be furnished to Personnel Offies the date as previously
suggested of 20 January 1954.

Segtion - 1. The Personnel Seetion has eompleted a
project of some magnitude in which a complete status file has been
arranged for use by the insurance actuaries. In order to accomplish
this particular project, it was necessary to reproduce into the plain
(back, side of IB{ cards pertinent information of use to the actuaries,
In addition %o the regular inforamstion avallable in the status gards,
the world, country, and ecity code arranged by the Personnel Sectlon,
MRB, for the Personnel Office was employsd, It is mow possible to
accomplish various listings and tabulated statisties in such a manner

G y
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that Agency staff employees gan be arranged te suit the particular
needs of the actuaries,

2. The Personnel Section is im receipt of the first of the eode
sheets for Agency persaonnel in the SA category. The necessary
~ groundwork has been eompleted in which the actual handling of
forms and eards has been setitled, and the manner in which changes
affeating this particular file will be used,

3, Prsliminary concurrence has been reached with Flanning, Research,
and Developsent 3taff, Parsonnel Offiee, to include as a regular
portion of the monthly recurring sesurity reports, a consclidated
report which ean better be utilized in lieu of throe separate
reports now disseminated, This project has met with great enthus-
lzsm by the responsible offieials in PADS, for it emphasizes a
glear sut pieture of security in progess "gains” and/or "losses"
for each gurrent month,

achered Pay

jon - See attached commendation.

25X1
Chief, Mmomine megoras Branch

CONFIDEN 1 iAL
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Report for the week ending 1k Jenuary 1954 from the RECORDS SYBTEMS BRANCH

25X1
25X1

25X1

Pollovwing a serdes of dlscuesiocns, has
agreed to the use of standard folders fOF their 201
Piles in 1leu of third cut folders.

T -
ported some difftculty in getting the standerd items 25X1

from the "L" Building supply office. We have din-

cusped this matter with the Puilding
Supply Officer, and and I believe thet

there will be no further trouble. | - 25X
solicited comment was thet the standardizstion of _
folders was & very good thing for them. Previously,

they have had to stock as meny &5 35 different types

of folders.

¢ 08T has informed us that
she hes been mesigned —guties of Ares Records Offi-
cer Tor that office but that it will be on a part-tive
basis. Ou 13 Jamusry, she visited the Records Ser-
wices Division snd discussed the various phases of
the progrem with eech Branch chief. In reeponse to mn

inquiry rezarding the acceptance of standard folders
25X11n OBI, gtates thet there has been no

25X1

25X1

peebles 80 TRr. 14ing Supply Office hes sim.-
ply been ismuing stendard items apd no one Lo date
bhas reguested s specisl garchase .

e security desk treys sappear to have srouse’l
congiderable intersst throughout the Agency, and it is
belisved that sn order for quite a few will -
sary when replies from all offices are in,
of Contacts Divislon, Office of Operatioms, tes re~

sted miditionsl suppiies of the brochure for Aistri-

pution to Fleld offices vhere he fsels there is an
appiication. Las salso asked for addi-
tioma) supplies ol D for distribution in the
IB/P sres snl e1so possibly in the field.

The gquerterly microfileing of Vitsl Materials in
the Personnel orfg lce was completed on Mondsy, 11 Jenuery.

was held with 29 o7 and
to estadlish wore Jefinite Aastructions

—The deposTuing, filing, and destruction {vhen neces-
sary) of OCI Vital Meterials.

~ ments have been completed with the Iogistics
Office for the microfilming of sll new contracts, snd
additione to previocusly filmed contracte. Pillming will
start on Monlay, 18 January. This will be the imst film-
ing of contracts as the logietics Office started deposit~
ing copiee of condracts on 4 Janusry of this year.
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The Map Libvrsry Division, ORR, requeasted approval
for the use of f£1fth cut folders in smetting up & nevw
and “unugual® file. A dtscusgion between parsonmel of
bath offices regarding the file led to sn agreement
that the standard follders snd guldes could and would
be used. A "duwmy” file incorporating sowe of ithe
sctual record materisl was set up apnd explained to
yarsonnel of the Map Lidrsry Divisien.

25X1 | | exprosse}
his & cistion Tor the cooperstion received from
this office snd the wenner in which the survey was
eonfucted., :

During the report period (7 Jen.-13 Jen.), the
¥ail Control Section received fourteen {1li) phone calls .
from Mechine Records and Finernce Division requesting
"specisl” courler service. Those requested were haniled
as Tollows:

3 - Bandled as specisls; no delay in effect-
ing pick-up and delivery.

6 - Because of lack of vehicles ard/for
couriers, it was necessary to incorpor-
ate {hese on other geheduled rns.

5 ~ Were delgyed until such time as a specisl
courier and/or vehicle were avallsble.

A wvebicle oot availsble to hendle six (6) of
these fourteen (14} ealls, shich wsde 1t necessary to
Incorporate thew on other runs.

There was ap average delay of 36 minutes in the
delivery of these specisls.

Chiel ,ForoTas Sycoems Branch
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Report for week ending 1L Janwary 1555 from
FORMS MAHAGHMENT BRANCH

Action on the following projects has been ;
ontemylated detailed discuesion bebween
25X1| | oaste plan for forms nanagement; elirination of dupli-
cate funciional files malntained by 0% publication of a
propoged menc Flwlp producition of a revised set of Vu-Graph
RNides depicting the Agency Torns llanagement Programy and
revizion of the Forns umbering Systen.

25X1| {Jig being reviewed ad odited by Regulations
Conirol oLl as of 13 Jamuary 1954,

25X1

Coples of the DAF MHanegement Zumnary Sheet and the O0ANA Menage-
ment Bulletin both dealing with installation, applicetlon and
rasalts of Forms Hanagement Prograns of the Alr Porce are Lelng
printed, Informationsl copies will be distrituled to &ll Area
Records Officers. .

The Forms Managemen! Program was discussed with | 25X1
ERD, 08I, She wes dlso furnished coples of appIITITIe NEndoU TS
peritzining to the progran,

Biﬁm}’}?ltim Of ﬁ?’i?n},’ FQI*{"_S Eﬁm-lagamrxt’ t@ 3} Areg ;‘ecar‘js
Officers was comploted & Jamary 1554,

Farther discussiong of the pronoged FI Information Repori Form

25X1 ware held wild Foraal concurrence of
ItE, Becurdiily Office is Leling obiained relative Yo certnin distri-
butlon information appesring on the form,

Forn Yo. 30-1) - Remquest for Apnroval of Forw has been shudied
and a revipion is beln, developed fo obtain more dots an spaci-
ficationg, records digposition, ete, Coordination wiih interested
Records Jervices Division Branch Chlefa will be effected,

25X1 contimed on Jury dutly.

Civilian Jervice wag swarded I in ceremonies at the 25X

The Departament of the Alr Force D?fz%f%i,n for Yeritoriocus
Pentagon, 12 Jemuary 195kL.
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Carrent requests for syproval of new, revised and reprinted
forms:.

Ho, of Requests Ho, of Coples
Rew 5 1,500
Revigion i 51,500
Reprints 8 42, 000

Foras ahaui-emd -1

25X1

megemaaﬁ nByanen
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Report for the week ending 14 January 1954 from the RECORDE DISPOSITION BRANCH

Medical Office

The instellation of the developed filing
syaten has heen completed at two lecatlons in
this office. Traininz st these aress is In
progresc. Retirement sctivities continue.

General Counsel

Files planning phase of this project is
the continued concern of the essipgned anslyst.

Bigpesitian Plsps

A propoeed disposition handbook will be
distributed today to sll Branch chiefs for
comment and suggestiona for iwprovement.

2541

Chief, Records Dispositicn Branch
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Report for week emding 13 Januery 1954 from
&T& AND C { MANAGEMERT BRARCH

A,

1. ¥Writers® L de
2. Developed the following sections:

"svalvating ¥rilting®

*Bhort Cuts®

*tet's Do Sowe Measuring”

"at's Avold High-hetting”

"sealff Biudies Should be Scrutinized”

Further work on these sections (and others developed previously)
will depen? upon our cbtaining sewples of Agency writings.

». Put into finel Torm the staff st\zdg T the Writ-
ing Ibility of Agency Persomnel Through Pubiished Guides.” Submitted
25X1 the paper %o

2. Progrem Promotion
a. BSudmitted a copy of the O07fice of the C roller Re
% of pri

Wd& to Reprodiiction. Rece 1 coples
§ expected £ Ty. We propose to provide eech Area Records
Officer with two coples.

B, Developed a single-sheet informational flier, Your Corve~
spondence Management Program--A Previev to Its Alms and Procedures.”
sefore Offices can analyze their corresponience they sust collect
samples of their writings over s normal period of operation {prefer-
sbly 60 days). This flier explains the need for this ssmpling
process, vhat to look for in analyzing correspondence, and what ve
ean achieve from the survey, The Tlier is not regulatory in neture.
It will, hovever, aleri our people to the time element of corre-
spondence surveye. It will also serve as our calling card and provide
& besis for discussing the program. We recommend thet the flier de
d¢atributed with the coples of the reports mansgewent gulde.

3. S 8 Prom Area Racords Officers - Coupleted and
25X1 submitied toO preposed ques wnaire, snd the wmewo-
rantoen for 1T FUDHIERION to Ares Records Officers. We recommend

that this ﬁestianmim be forwvarded after relsase of the waterisl
degerided in paragraph 2 sbove.

pondence
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Report of the RLCORDS C.WIGR Lisuck for the week ending 13 January 1954

Bracing of a1l nine feet Lhree incha}ﬁ steel shelve
ing has now been completed,

A methec of upgrading NIS documents presently classified
"Restricted™ has been approved by the G50 Clagsificw
sbion Conbrol Officer. The documents will be stamped
onea on the frort cover with the new *onlidential®
clasgification, In the case of materials beldn; lssued
to foreign governments the authority cited is "Chalre
man, HIS Comditee,® Docunerts issued Libernally

and to IAC agencies are to bear the Chadrmans' name,

Steps are being taken to work out withl 25X1
& method for circulating the inventory or SUppIeNerTEL
distribution meterials anong area records officers,

25X1

CEREUYI 2CKAICER
OEEICE O: LHE CHIER

w1t 1 e S UNFDENTIEL

BECEIAED
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Average Week
This Week Last Fiscal Year

1. Microfilming
Yuages Pilmed - Rotary Camers ¢ 18,697
Plat-bed Camera 10,267 9,785

!

2., ¥ail Activiities
8. Post Office Mail

Incoming 5 476 5 064

Outgoing ;305 6,537
b. Postage expended ' % £899.99 $ 800.12
e. Bcheduled courier trips 299 240
d. Special Courier trips 56 35.3
e. Inter-Agenty wail by courier

Inconing 951 956

Outgoing 1,085 1.313
£. Personnel actions:

Recrultments 1

Separations 0
g. Use of Motor Pool Vehicles:

Availeble » 0 -

Aveilable but delayed 0 -

Hot svalleble T -
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